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QoS, AN OMESTTAIITE, OPO. 
STAND-DY OFFICES | | 25X1A | | 


1. The elimination of night duty officers requires the establishment 


“of stand-by officers to receive important telephone calls and to perform 
other duties during off-duty hours (1700 to 0800 hours each day). A stand- 
f : | by officer and an alternate stand-by officer will be detailed for euch period, 
| 2. The Executive for Personnel and Administration will publish, each 
‘month, a list of stand-by officers which will indicate the names, home ad- 
| -resses and home telephone numbers of stand-by officers to serve during the 
month. 
-_ 3. Telephone ealls from other Government departnents, including G2, 
| ONT, State Department, FBI, and other sources, will be directed to EXecutive 
_ | 615. The telephone onerator on duty upon receint of a call will make. an 
| : effort to reach the person desired. Failing at this, she will. call one of 
the stand-by officers and upon reaching one of ¢ tne stand-by officers will dir- 
ect ths ca. to his home telephone number, Calls from duty officers of the 
War and Ne vy Devartuents will be directed to a C.1.G. stand-by officer. The 
operatcr will make a note of the call and will | veport to the Chief Operator 
the time. that the call was received, the naas of the person eatin: his: tele- 
phone number, and the stand-by officer to whom ane call was directed. The 
Chief Operator will forward a report to the chief, Communications Division, 
| Personnel and Administration Branch, who in turn will forward the report to 
‘he Executive for Personnel and Aduinistration, | | 
lh. The duties of the stand-by officers are as folloves 
a. Both stand-by Bee ches will ronsin at their residences available 
for telephone cormunication. The standby officer will leave his rési- 
dence only in the event of a real personal emergency or on official . 
C.1. C isinese: In oa thee event both the alternate stand~by officer 
and. the C:1.G. telephone operator (EX 6115) must be notified by the 
Po, stand-by officer, The alternate stand-by officer will take over 
| while the ‘stand-by officer is away. : | 


be Reccive telephone calls during off-duty hours and in the 


Re sg crater eRe aisianeay- 07 26RAEDIBOREACBEA:S or other 
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document, will arrange immediately upon recelpt of the call to pick 


up the message or docunent at the place indicated, notify alternate 

ard chaGs telephone operator, and examine the contents of tho message, 
Upon picking up a ieeaas oe document the stand-by officer will return 
to his. office in C.I.G. and will make such contacts as are necessary to 
complete the iisanee aotion roquircd. Unvon conpletion of such action 


the message or othor document will be Piled in a safe vince, in ae- 


cordance with oxisting sccurity regulations. In all instrrees on an 


urgent matter the lxooubive to the Director will be called, Failing 
to reach the Executive to the Director one of the Assistant Directors 
should be reached. ‘The telephone miebers will be available by calling 
the telephone operator at EXccutive 6115, | | 

Cc. Government transportation will be available for stand~by 
officers for the pursose of carrying out these dutics and may be ob= 
tained by calling EXccutive 6115, extension 228h. 

d. Stand-by officers will not be required to make reports except 
in those cases where telephone calls have beon réceived or other 
duties performed, in which case a dotaliod report by the stand-by 


officer receiving the call must be made to the Exceutive for Personnel 
Ned) 


‘and Administration. 


FOR THE DIRECTOR OF CENT3L’ INTELLTGINCE: 


Colonel, C:.C 
Executive for Personnel 
and Administration 
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CENTRAL INTELLIGRNGR AGENCY 
Washington, D, ¢, 


MEMORANDUM 
26 Septembor 1947 


SUBJECT s Duty Officers j 


dated 19 May 1947, 
ovembor 1946.) 25X1A 


(This Memorandum rescinds CIG 
and CIG Administrative Order 


1. For tho purpose :of handling urgent mittors whieh may arise during 
off-duty hours, tho following assignments and procedures will be followed; 


Oe Duty Officers. 
. SET eae neat 


(1) The Persomel Branch, A&M, will publish monthly duty 
rostcrs of Executive and CIA duty officers with homo addresses 
and tclephono numbers, Separate rostors will be maintained for 
Saturday, Sunday -and holiday duty. . 


(2) Executive duty officer roster will be comprised of em- 
ployees of the Executive Offices ar. ICAPS, in grades P=6, CARF-12 25X1A 
and higher, locntod in Sy ) Building, ond all Assistant | 
Directors, Deputy Assistant Lrectors, the General Counsel ond 
Assistant Genernl Counsels, : 


(3). Crs duty officer roster will be comprised of all other 
CIA employces in grades of P-5, CAF-12, and above, 


(4) Any exchanges in assigned detes desired for personal 
convenicnce can be cffeeted by mutual agreement with another duty 
officer and notification to tho Porsonnsl Branch (cxtonsion 561) 
of the chengo. 


bs Exccutive Duty Officors, 
a cOrss, 


The Executive duty officor will romain available for call at 
his residence, notifying tho CTIA duty officer and CTA telephone 
operator in tho event of the necessity to leave his residence for 
fn omergoncy or in conjunction. with CTA official business, 


O+ CIA Duty Officers (Effoctive 1 November 1947) 7 25X1A 
(1) CIA duty offi cors Will report Monday through Friday .to 
‘Room 7135 Building, at 1630 and remain on duty 


"until 1800; and Saturdays, Sundays and holidays from 0830 to 1700, 


(2) A clerical assistant, in grade CAF-6 or be will be 
available from 0880 to 1700 in Room 7135 Eee on Sat- 


_ urdays, Sundays and holidays, to provide necessary stenographic 
assistance. The clerical duty roster will be Prepared and pub- 
lished by tho Personnel Branch, A&M. 


RESTRICTED =~ 
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. (8) Tha GLA duty offieor, after lenving the office, will pro- 
—_ . cood to his residones ond romain available until 0800 to take all 
incoming calls for CTA, toking such action ss ‘8 roguirod. ‘Whore 
necessary ho will contact the Executive duty officer or a repre- 
j . sentative ¢f tho particulnr offieo concornod.. Tn the event neither 
. of the above is avails ‘blo, he will contact any porson on the list 
of those authorized to serve as Exoeutive duty officers. In the 
avert of # call requiring delivery of a messagn or document, ho 
will arrange immediats any to plek-up tho massag. or document,. ox 
amine the contents, and complete any required immedinto action. 
“pgm completion of such action #ho massage or document will be 
S¥lea ini secure looxwtion, in accordance with CIA. Security 
Regalnakions. 


canons ead 
4 
| 


(4). The OTA duty officer-assipned for Snturday, Sunday, or 
holiday ee Will report to tho Personol Assistant to the Director, 
Room 7138, on Friday preceeding duty day, or the day before holiday 
duty, ‘te rene sLvO any 3 special instructions. 

(5) A duty officerts lop will he prepared and kept in Room 

7135 eomtoining furthor detailed instructions, including a perma- 
“nent list of persons in individual officers vtho can be contacted 
With regard to matters affsoting that offics., Each Assistant 
Direetor and staff chicf will sutsit to the Pcrsonrl sssistant to 
the Dircotor imedisntely a list of not to exeaod six individuals 
ucsigned to his activity who can be contacted, if neesssary, on 
officinl mattcurs outside of office hours. Changes will be reported 
whonover appropriate. 


(6) All eivilion persouncl who are detriled for Saturday, San- 
diuiy and holiday duty my be given compensetory timo off or paid 
overtime, in accordance with the crovisions of CIG. Administrative 
Ord:r No. 33, dated 15 No ovember Ladd. 


M @e Telophone Scrvine. The night telephone operstor on duty; upon 
recciot- of a call, Will cudervor to reach the person desired, If this is 
impassible, and the onli is official, she will record the nama and telephone 
manber of the person enlling aud inform tho CIA duty officor. This record, 
including the tins th» enll was received, and the duty officer to. whom the 
call wos referred, will be reportad to the chicf operator the following 
morning. . The chief operator will. maintain o Pile of theses reports in her 
office. 


. 5e . Transportation. © Government transportation will be available to , 
duty officcrs when necessary in the performance of their duty, and may be 
obtained by calling EXeoutive=S5115, extonsion 2234. 


FOR THE DIRECTOR OF CENTRAL INTE BLLIGRNCE: 


25X1A 
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cy _ The elimination of night duty officers r:. Loutees the -estabiipntont < 
of stand-by officers to receive Linportant beloeohone Calls and ee aoe 
other duties during off-duty hours (1706 to 0800 hours aly day). A. stand- 
. by officer and sii ats stand-by officer will be detailed for each periud, 
8 2. The Executive for regeene and aciainistration will publish, each 
! my 
. month, a list of stand-by officers’ which will indicate the names, home ad- 
. dresses and home telephone numbers Pier officers to serve during. the 
a month. | . ‘« 
a 3. Telephone ealls from othur Governdnt devartments, including (m2, 
: ONL, State Department, PBI, Sateen sourced, willl be directed to BXecutive 
: 6115. The telephone operator on duty upon nen of a call will make an 
i 
25 effort to reach the nerson desired. Padiing (et nis, she will, eall one of 
: the stand-by officers and upon reaching oneiod the Stanas ‘byr officers will dir-- 
5 ect the cal?, to his home telephone miabees! Calls frow duty officers of the 
3 | War and Navy Denartents will be directed to a Cota, stand~by officer. The 
: operator will make a note of the call and will report to the Chief Operate: 
: - the time that the call was received, the nas of the person culling, his telc- 
; phone number, and the stand-by apeeeer to whom the call was directed, The 
S mite Operator will forward a report to the Chief, Comurications Division, 
4 Personne]. and Administretion BREEN who in turn will forward the report to 


NN 
aN 


: the Executive for Personnel and Adninistration, 
j nd ‘ ' 
“ lh. The duties of the stand-by officers are as follows: 


a. Both stand-by officers wil, renain at their residences available 
. for telephone contmun: cation, Tha stinacby officer WiLL leave his resi- 
dence only in the evnt of a real personal enorgeney or on official 


ae e-1.G. business. In ete even: both the alternate stand-by officer . et : 


oN s 
3 4 Ne ae the eke telephone operator (EX 6118) must be notified by the a 
| | | . 2 [ 
8 stand-by officer, The alternate stendpoy officer will take over : 
On ' ; 
We : ie on 
aN OB 5 es “while the stand-by officor is away. 


‘Be “Receive telephone calls durd net off-duty hours ‘and in the. 


oe orp oP eioacens , yr ctrrasrnbbtooosaecHge or ‘other : 
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document, will arrange immediately upon receipt of the call to pick 
up the message or document at the place indicated, notify alternate 
and C.I..G. telephone oper ioe and examine the senvants of the message. 
Upon picking up a message or document the stand-by officer will return 
to his office in C.I.0. and ‘will make such contacts as are neecssary to 


complete the immediate action raquircd. U»on completion of such action 


. e ‘ me oe 
the message or other document will be filed in a safe place, in ac- 
cordance with cxisting socurit7 regulations. In all instances on an 
\ 


urgent matter the Exccutive to the Dircetor will be enlled, Failing 
g ‘ ’ & 
} 
t 


to reach the Executive to the Director ae of the assistant Directors 
should be reached, Tho telephone nunbers will ba available by calling 
e é + 

the telephone operator at EXcoutive 6115. 


“Qe Government transportation wil be cvailable for stand-by 
officers for the purvose of carrying out these dutics and may bo ob- 


tained by calling EXccutive 6115, éxtension 228k. 


{ 
d. Stand-by officers will not be required to make reports except 


in those cases where telephone calls ave boon received or other 

J 

dutics performed, in which case f dztalicd report by the stand-by 
officer receiving the call must be made to the Executive for Personnel 
and Administration. \ 


FOR THE DIRECTOR CF CANTRAL INTZLLIGSNCE: 
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— 25X1A 


» .Colonsl, C0 
Executive for Personnel 
4 ‘ 2 ° . 

and administration 
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STAND-BY OFFICERS 


1. The elimination of night duty officers requires the establishment of 
stand-by officers to receive important telephone calls and to perform other 
duties during offyduty hour a 41700 0890. Bae each a 4 oes bods “Ut oe 
otf fe tet a A fhe 44, on Buch, CA tte d 2 ple Chet hoot, (om. Mbt ope dee (ef ‘ righ, hy tell, 
2. The Executive tor Personnel. ‘and Adminis trétiéry will pibtish Ag oy Fi vo 


month, a list of stand-by officers which will indicate the names » home addresses | 


and home telephone numbers of stand-by officers to serve during the month. 

3+ Telephone calls from other Government departments, including G2, 
ONT, State Department, FBI, and other sources, will be directed to EXecutive 
611s. The telephone operator on duty upon receipt of a call will make an 
effort. to reach the person desired, Failing at this, she will call one of the 
stand-by officers and upon reaching one of the stand-by officers will direct 
| , | the call to his home telephone number, Calis from duty officers of the War 
: 2 and Navy Departments will be directed to a C.I.G, stand-by officer, The opera- 
tor will make a note of the call and will report to the Chief Operator the time 
that the call was received, the name of the person calling, his telephone | 
number, and the stand-by officer to whom the call was directed, The Chief Cpera~ 
tor will forward a report to the Chief, Communications Division, Personnel and 
Administration Branch, who in turn will forward the report to the Executive for 
Personnel and Administration. 


. The duties a stand-by officers are as follows: 
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. be Receive telephone calls during off-duty hours and in the 
event of a call regarding the delivery of a written message 
or other document, will arrange immediately upon receipt of 
the call to pick up the message or document at the place indi- 
cated, notify alternate and CIG telephone operator, : and! examine. 
the contents of the geese: Upon picking up a message or docu- 
ment the stand-by officer will return to his office in C.1I.G. 
and will make such contacts as are necessary to complete the 
immediate action required. Upon completion of such action the 
message or other document will be filed in a safe place, in | 
accordance with existing security regulations. In all in- 
stances on an urgent matter the Executive tc the Director will 
be called. Failing to reach the Executive to the Director one 


of the Assistant Directors should be reached. The telephone 


numbers will be available by'calling the telephone operator at 
EXecutive 6115. 


ce Government transportation will be available for stand-by 


officers for the purpose of carrying out these duties and may 
be obtained by calling EXecutive 6115, extension 228h. 
d. Stand-by officers wil] not be required to make reports ex- 
cept in those cases where telephone calls have been received or 
other duties performed, in which case a detailed report by the 

: stand-by officer receiving the call mst be made to the Executive 


for Personnel and Administration. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


ie ; i op et * pte et, ae aaa 25X1A 
a: : . olonel, CAC 7 


Executive for Personnel 
and Administration 
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STAND-BY CIFICERS 


l. The elimination of night duty officers rv. quires the establishment 
of stand-by officers to receive important telephone calls and to perform | 
: other duties during off-duty hours (1700. to 9800 hours each day). A stand- 
by officer and an alternite standby officer will be detailed for each period. 
2. The Executive for Personnel and administration will publish, each 
month, a list of stand-by officers which will indicate the names » home ad- 
dresses and home telephone numbers of stand-by officers to serve during the 
. month, 
3. Telephone calls from other Government departm nents, including G-2, 
ONT » State Department, FBI, andyother sources, will be ae to EXecutive 


6115. The telephone onerator on duty upon rece: t of & call will make an 
Pp r ¥ Uy Pp 


effort to reach the person desired, Failing at this she will call one of 
a oO 3 


the stand-by officers and upon reaching one of the stand-by officers will dir- 


: ‘ect the call. to his home telephone number. Calls: fron duty officers of the 


e 
p 
1 
t 


War and' Navy Departwents will be directed to a C.1I.G. stand-by officer. The 


operator will make a note of the call and will report to the Chief Opcrator 


the time that the call was received, ie nang oF the perso son Galtine, ie telle- 
* phone number, and the stand-by offi cer to whom: oe call was directed. - The 
Chief Operator will forward a report to ‘the Chief, Communications Division, 
Personnel and Adninistretion Branch, me in turn will. forward the report to. 
' the Executive for ee conte and aduntdteattony 


4. The duties of the stand-by officers are as follows: - 


SEPA at ete ute nev wipeceeeeen eg pt ce ge meee ea 


a. Both stand-by officers will remain at their residences : available 


ere keen Laetitia 


for telephone communication. The stand-by officer will leave his resi- 


dence only in the event of a real personal: emergeney or on official 


| C.T.G. business. In either everit. both the alternate stand-by officer : | | 4 
and the C.1.G. telephone operator (EX 6115) must ‘be notified by the - | | . a : 
| stand-ty officer. The an ternate stand-by. officer ar: take over | : - ; 
| sae Pare | while the stand-by, officer, is > away. A - : ae oe —- os k a : 


_Reosive telephone calls during off-duty hours and in the | 


“eek : event. of a , eal. “regarding the > delivery « of 4, written hessage or other 
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document, will arrange immediately upon recelpt of the call to pick 


up the mossage or document at the place indicated, notify altarnute 


and C.I.G. teLophone operator, and uxanine the contents of tho message. 


Upon picking up a meagsago or document the stand-by officer will return 
to his office in C.I.G. and will make such contacts as are necessary to 
complete the immediate action rcquircd. Unon completion of such action 


the message or other document will be filed in a safo placo, in tic- 


cordance with existing. sccurity regulations, In all instances on an 


urgent matter the Exceutive to the Director will be called. Failing 
to reach tho Executive to the Director one of the Assistant Directors 
should be reached. Tho telephone numbers will be available by calling 
the telephone operator at EXecutive 6115. 

c. Government transportation will be avalleble for stand-by 
officers for the purpose of carrying out these dutios and may be ob- 
tained by calling EXecutive 6115, oxtension 228), 

de Stand-by officers will not be roquired to ako reports except 
in those cases where telephone calls have boon received or othar 
duties performed, in which case a detailed report by the stand-by 
officer receiving the call must be made to the Executive for Personnel 


and Administration. | 


, 


FOR TS DIRECTOR OF CEUTRWL INTELLIGENCE: 


25X1A 


‘ ; 3 o - 
Executive for Personnel 
and idninistration 
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STAND-BY OFFIOE 5 


25X1A ° 


1. The elimination of night duty officers raquires the establishment 
of stand-by officers to receive important telephone calls and to perform 
other duties during off-duty hours (1700 to 9800 hours each day). <A stand- 
by officer and ‘an alternate stand-by officer will be detailed for each period, 
2, The Executive for Personnel and Administration will publish, each 
month, a list of stand-by officers which will indicate the names, home ad~ 
dresses and home telephone numbers of stand-by officers to serve during the 
month. ‘ 
3. Telephone calls from other Government departments, including G-2, 
ONI, State Desartment, FBI, and other sources, Will be directed to BXecutive 
6115, The telephone operator on duty upon receipt of a call will make an 
effort to reach the verson desired, Failing at this, she will call one of 
the stand-by officers and upon reaching a of the stand-by officers will dir- 
act the call. to his hone telephone, number. Calls fron duty officers of the | ' 
; 2. 4 anand Navy Departments will be directed to aC. I.G. stand-by ote. The 
operator will make a note of the call and wild report to the Chief Operator 
the time that the call was received, the name of the person.calling, oe tele- 
phone number, and the stand~by officer to whom the call was directed, The 
Chief Operator will forward a report to the: Chief, Communications Division, 
Personnel and nendnisbee GSH Branch; who iin turn will forward the report to | m 
the Executive for Personnol and Administration. 
ae The duties of the stand-by officers are as follows: 
a. Both stand-by officers will remain at their residences available 
‘for telephone communication. The Stand@ny officer will leave his resi- 
' dence only in the event of a real personal emergency or on: official 
GsG. Dusiness SS. In either event both the’ alternate stand-by officer — 
and the C, T.G. telephone ‘operator (EX 6115) must be notified by the 


stand-by officer, The alternate: stand-by officer will take over. 


while the atandsbe officer is “enay. 
De Receive telephone calls during off-duty hours and in the whe ae ee ad 


event. of a: all regarding ‘tthe: ‘delivery of a vritten message or other . 5 ie 
TIVE 30 JUNE ‘1947 ‘cIG ADNINISTRATIVE | ORDERS. WILL, REMAIN. IN ‘FORCE. UNTIL CAN 
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document, will arrange Immediately upon receipt of the call to pick 

up the message or document at the place indicated, notify alternate 
and O.1.G. telophorie operator, and oxamine the contents of tho message. 
Upon picking up a message or document the stand-by officer will return 
to his office in C.1.G. and will make such contacts as aro noeessary to 
complote the immediate action requircd. Unon completion of such action 
the message or othes document will be Pilcd in.a safc place, in ac- 
cordance with existing sccurity regulations. In all instances on an 
urgent matter tho Executive to the Director will be called, Paling 

to reach the Bxcoutdve to the Director one of the Assistant Directors 
should be reached, Tho telephone numbers will bu available by calling 
the telephone operator at EXccutive 6115, 

c. Government transportation will be available for stand-by 
officers for the purpose of carrying ont theses dutics and may be ob- 
tained by calling EXceutive 6115, extension 228). 

ad. Stand-by officers will not be required to make reports except 
in those cases wherc telephone calls have beon received or othor 
duties performed, in which case & detailed report by tac stand-by 
officer receiving the call must be made to the iuscutive for Personnel 


and Administration. 
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Colonel, 0.0 
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Le Pursuant to C.1.0. Administrative Order BE sce: 


Lstablishnent of Personnel voview Cormittes", tho followings desifsnations aro 


heraby madn: 
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Uhairman ~ 
Noember ~ 


ltember = 
ee Alternates for tho above will be desirnated informally. to 


tne Chairman of the Persomel Review Committee as tie occersion renuires 
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